Making a Payment in Citizen Access Online Portal

Log into Citizen Access Online Portal
Locate appropriate permit by first going to “Permit”
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Next, you can select either “My Applications” OR “Pay Fees” (see instructions for Pay Fees down below)
Click “My Applications”
[image: ]
Click “Permits”
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All permits that have been applied for using the email address that was used to log in will show in a list here (you can also use the search function above the list to narrow down the list if needed)[image: ]




Click on the “Number” of the permit you intend to make payment [image: ]
Click on “fees” tab (if fee tab does not show please email cdfrontcounter@flagstaffaz.gov)
[image: ]









A total of permit fees due at the time will show due, click “Pay Balance”
[image: ]
Enter in all fields for credit card information *NOTE* The billing state MUST be two letters CAPITILIZED i.e., AZ, TX, CA etc.  Click “Next”
[image: ]
A summary of the charge and credit information will appear, if correct Click “Submit” Payment process is complete.  
[image: ]
**NOTE** If you are paying final fees for a permit that is ready to be issued, you’ll find the issued permit under “Printables” (sign and uploaded signed permit into “Attachments”) If you need further help please see how to called “Issuing a Permit in Citizen Access”









To use the “Pay Fees” function
Click “Pay Fees”
[image: ]
A list of all fees due for ALL permits submitted using the email address that logged in will show, click the box next to each fee you intend to pay (total will increase as boxes are checked) Click “Pay Bill” once all boxes have been checked
[image: ]

Enter in all fields for credit card information *NOTE* The billing state MUST be two letters CAPITILIZED i.e., AZ, TX, CA etc.  Click “Next”[image: ]
A summary of the charge and credit information will appear, if correct Click “Submit” Payment process is complete.  [image: ]
**NOTE** If you are paying final fees for a permit that is ready to be issued, you’ll find the issued permit under “Printables” (sign the permit and upload signed permit into “Attachments”) If you need further help please see how to called “Issuing a Permit in Citizen Access”
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If you need assistance in submitting a permit please see the "How To" document here
hitps:/iwww.flagstaff.az.gov/DocumentCenter/View/70107/Applying-for-a-permitin-Citizen-Access-
How-To

Please find submittal requirements and information for Building Safety here
htps:/iwww.flagstaff.az.gov/494/Building Safety

Please find the submittal requirements and information for Minor Improvement permits here
htps:/iwwwflagstaff.az.gov/618/Code-Administration-Permitting

Please find submittal requirements and information for Right of Way permits here
htps:/iwww.flagstaff.az.gov/1494/Engineering Applications

For all other questions emai
cdffontcounter@flagstaffaz.gov
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